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Appendix 2 

 

Checklist for FTN Instructor Assessment   Trainer Name:      

Place an “X” under skill level observed.   

 

 Excellent Acceptable Needs 

Improvement 

Unacceptable 

COURSE PREPARATION     

1. *Ensured training materials/ 

equipment ready 

    

2. Appropriate setup     

3. *Organized materials/Resolved 

problems 

    

4. *Trainer prepared to start on time     

LECTURE SKILLS     

5. *Demonstrated Professionalism     

6. *Demonstrated curriculum 

familiarity 

    

7. Demonstrated enthusiasm     

8. Enunciated clearly     

9. Projected voice appropriately 

(volume, tone, etc.) 

    

10. *Used Visual Aids and 

Equipment  

    

11. Demonstrated self-confidence     

FACILITATION SKILLS     

12. *Facilitated open learning 

environment 

    

13. *Modeled communication skills 

(i.e. assertiveness, open-ended 

questions, offering options, etc.) 

    

14. *Demonstrated active listening     
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FACILITATION SKILLS 

(Continued) 

Excellent Acceptable Needs 

Improvement 

Unacceptable 

15. *Answered questions 

appropriately 

    

16. Provided information missed by 

participants 

    

17. *Clarified misconceptions     

18. *Managed role play logistics     

19. *Managed conflict /complaints     

20. *Processed role plays     

21. *Gave feedback on role plays     

22. Involved all participants     

23. *Demonstrated flexibility     

24. *Classroom management     

25. *Handled difficult participants 

appropriately 

    

26. *Gave clear, concise directions on 

activities 

    

27. *Gave clear, concise directions on 

role plays 

    

28. Reviewed previous day’s material     

LEADERSHIP SKILLS     

29. *Communicated appropriately 

with co-trainer 

    

30. *Demonstrated leadership abilities 

with co-trainer 

    

31. *Demonstrated leadership abilities 

with participants 

    

32. Consistently used non-

stigmatizing language 
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KNOWLEDGE OF SUBJECT 

MATTER – Welcome and 

Introduction 

Excellent Acceptable Needs 

Improvement 

Unacceptable 

33. Covered Ground Rules     

34. Facilitated introductions     

35. Described and demonstrated 

gender affirming language 

    

36. Reviewed agenda, course goals & 

objectives 

    

37. Demonstrated background 

knowledge of training subject matter 

    

KNOWLEDGE OF SUBJECT 

MATTER  

    

Insert course objectives     

Insert course agenda items     

     

Closing     

     

     

     

     

     

     

     

     

     

 

* Indicates a Critical Component Category/Skill 

Excellent: Instructor’s knowledge exceeds that which is needed to successfully train PBC 

Acceptable: Instructor’s knowledge is at the level to successfully train PBC 
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Needs Improvement: With some guidance, instructor’s knowledge may be at the level to successfully train PBC 

Unacceptable: Instructor does not possess the knowledge to successfully train PBC 

Special Notes:   

In order to be considered as a lead trainer: 

1. A trainer must not be scored “Unacceptable” or “Needs Improvement” in any category 

2.   A trainer must score Excellent in 90% of all categories marked Critical Component  (50 out of 56) 

Lead Trainers will be reassessed every 2 years. 

 

In order to be considered as a trainer/co-trainer: 

1.  A trainer must not be scored “Unacceptable” in any category 

2. A trainer must score Excellent or Acceptable in 90% of all 24 categories marked Critical Component 

Trainers will be reassessed annually. 

 

Candidates not attaining co-trainer status must observe one more course and co-train one more course before 

requesting DSHS sign-off.  Candidates may not request sign-off more than twice in any one calendar year.  

Candidates who have not been signed off may only train with a Lead trainer (not a co-trainer). 

 

Evaluator:______________________________________  Ending Date:_______ 


